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Overview 
Each PSO is responsible, and has access to, all Members, Clubs, Club Users, Provincial Fees, Zones, and 
Sub-membership categories (to be available shortly) within their provincial jurisdiction.   

 

The new membership registration system can be used for reporting membership data to provincial 
governments as well as reaching your entire membership, or targeted membership groups, through the 
email distribution function.  The database has the ability to track the role (athlete, coach, official, 
volunteer, and alumni) and activities of your members. 

It is important that ALL members be registered regardless of their role.  Since the Volunteer 
membership category is free please encourage your clubs to register anyone who has volunteered their 
time from team manager, to chaperone, to minor official, fundraising, etc. 

Please note that regardless of the membership category or time within the season a participant is 
registered; their membership will last no more than 365 days and will always expire August 31st.  PSOs 
will need to re-activate members September 1st of each year.   

The Introduction Membership category expires after 90 days.  Once an Introduction member’s 
membership expires, they will remain in the report section although their status will be black, meaning 
inactive.  Clubs’ and PSO’s can renew an Introduction member’s membership upward within the 
September 1st to August 31st registration period.  Within the registration period, a member can only 
register as an Introduction Member once.  

Registration Responsibilities 
The PSO is responsible for registering the following 

1. All Clubs within its provincial boundaries;   
2. At least one (1) Club User for each club.  Each PSO may create their own policy regarding how 

many Club Users are allowed per club; 
3. Provincial board members not associated with a club; 
4. WPC board and committee members residing in the province not associated with a club; 
5. All officials (specifically FINA) not associated with a club; 
6. All coaches not associated with a club; 
7. All Master Learning Facilitators, Learning Facilitators, Master Evaluators, Evaluators, Referee 

Course Conductors, and Referee Evaluators not associated with a club. 

A PSO may create a club called “PSO Name”- unattached to have all Members who are not associated 
with a club registered to the unattached club.  WPC will not charge the PSO the club registration fee for 
an unattached club. 
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The club is responsible for registering its athletes, coaches, referees, volunteers, MLFs, LFs, MEs, Es, 
Referee Course Conductors, and Referee Evaluators.  Centralized athletes in Montreal and Calgary, and 
athletes playing abroad (ie NCAA and Europe), must register with their home club and home PSO.  WPC 
will register National Team coaches not associated with clubs. 

Newsletter and Other Capabilities 

 

The PSO and the Club has access to all of its members.  You can sort members by gender, province, 
club, year of birth, language, role, membership category, membership status, and filter with specific 
names or letters.  You can email all of your members, or selected members sorted by the fields listed 
above.  For example, if a province is having a 16 and under Provincial Team Camp, they can sort 
male/female competitive athletes born in 1994 and send them the information.  PSOs and Clubs can 
also export their entire membership list to Excel. 

When sending an email through the Membership Registration System, each respective PSO will have 
their logo appear at the top of the email.  At the bottom of each email there is a link, which allows 
email recipients the option to not receive emails from the Membership Registration System anymore. 

Sorting Members by Role 
When sorting members by “Role” a PSO has the ability to sort by multiple roles.  This can be done by 
holding down the ctrl button on the keyboard while simultaneously right clicking the mouse on each 
role you wish to view. 

Sorting Members by Year of Birth 
When sorting members by “Year” a PSO has the ability to sort by multiple years of birth.  This can be 
done by holding down the ctrl button on the keyboard while simultaneously right clicking the mouse on 
each year you wish to view. 

Sorting Members by Club 
When sorting by “Club”, primary and secondary club members will appear in the list. 

PSOs also have the ability, and responsibility, to change the registration status of a member (pending, 
active, inactive).  See Step 13- Activating Members 

Email all 
members 

Email select 
members 

Export to 
Excel 
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PSOs have the ability to changing the membership category of each individual member or multiple 
members at the same time.  See Step 14- Changing Membership Type 

Only WPC has the ability to delete an individual member, otherwise, the PSO has complete control over 
their province. 

Step 1- PSO User Form 
Send WPC the PSO User Form for each individual you would like to have access to your provincial 
database.  Only WPC can create and give access to PSO Users. 

Step 2- Club and Club User Registration Forms 
Distribute the Club Registration Form and the Club User Registration Form to all the Clubs within the 
province.  You may customize the registration forms given by WPC.  No data, usernames, or passwords 
will be transferred from the old system.  Each Club and Club User must be registered again.  Each PSO is 
responsible for creating their own policy as to how many Club Users a Club may have. 

Step 3- Login and Personal Information 
Once you receive your username and password log into the WPC database through www.waterpolo.ca 
and ensure your profile information is correct.  It is recommended to change your username and 
password.  You should take this time to familiarize yourself with the user interface. 

 

  

http://www.waterpolo.ca/
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Step 4- Provincial Categories 
Hover over the “PSO” button on the top menu, click “Category”, and then “Add New”.   

 

 
 
 
 
 
Select the WPC “Membership Type”:  Competitive, Provincial, Introduction Member, and Volunteer.  
For a definition of the WPC membership categories and the 2009-10 through 2011-12 fee structure 
please contact office@waterpolo.ca. 

 
Type in the name of the Provincial Category that will link back to the WPC Membership Type.  For 
example, we will call the Québec Competitive Membership Type “Senior”.  Click save when done. 

 
 
A PSO can have multiple sub-categories, which link back to the WPC Membership Type.  We will add 
the Provincial Category “Junior” to the Competitive Membership Type. 

Each PSO can create their 
own sub-membership 
categories that link to the 
WPC membership categories. 

mailto:office@waterpolo.ca
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Step 5- Provincial Membership Category Fees 
Once all Provincial Categories have been uploaded, a PSO can add fees up until the 2014-15 season.  
Hover over the “PSO” button; click “Fees”, and “Add New”. 

 
 

Select the year (2009-10, 2010-11, etc) and then the newly created Provincial Category.  

 
Once a Category is selected enter the amount to be charged to the participant in that Provincial 
Membership Category and click save.  Please note, the fee amount to be entered is the WPC fee + the 
Provincial fee. 

Each PSO will only have 
access to create 
Provincial Categories and 
set fees for their own 
province. 
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Repeat for each Provincial Membership Category for the 2009-10 season and beyond.  Please note that 
the Provincial Membership Categories and fees used in this example are arbitrary. 

 

Step 6- Creating Zones 
Click the Zones button on the top menu to create new Provincial Zones.  Click Add New to begin. 

 

 
Enter the zone name, province (your province will only show in the drop down menu), and leave the 
zone as active.  Click save and repeat for each zone in the province. 
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Step 7- Club Fees 
Each PSO must setup the amount they will charge their member clubs for being a registered club in 
their province.  Click on the Club Fee button on the top menu and click Add New to begin.  Club fees 
can be setup starting in the 2009-10 season until the 2014-15 season. 

 

Select the year and the club classification “Not Applicable” 

 

Enter the total amount charged to a member club (WPC club fee + PSO club fee), and then click Save. 
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Step 8- Creating Clubs 
Click the Clubs button on the top menu to create new Clubs.  Click Add New to begin. 

 

Take information from the Club Registration Forms submitted to you by each Club in the province and 
enter the data into the fields.  Please note that any field with a red asterix * is a mandatory field.  Once 
all fields are complete click save and repeat for each Club.  Each PSO may request from their clubs the 
Primary Contact and Secondary Contact be the Club President, Head Coach, Registrar, etc. 
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Club Classification 
Please ensure under the field “Classification” you select Not Applicable for your member clubs.  

 

Important:  Each PSO must create a club under the name of “PSO Name” – Unattached (ie BCWPA – 
Unattached).  The PSO – Unattached club must be classified as unattached under the Classification 
option.  Water Polo Canada has given a 0$ fee associated with this category.  Each PSO is only allowed 
to have one (1) category as such.  The unattached club is used to register members who are active, but 
do not have a club.  For more details please see Registration Responsibilities.  The club details (ie 
address, phone number, fax number, contact info, etc) should be the information of the PSO.   
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Step 9- Creating Club Users 
Click the Club User button on the top menu to create new Club Users.  Click Add New to begin. 

 

 

Note:  You have the ability to reach individual Club Users, or all of the Club Users through the email 
distribution function. 

Take information from the Club User Registration Forms submitted by each Club in your province and 
enter the data into the fields.  Please note that any field with a red asterix * is a mandatory field.  Once 
all fields are complete click save and repeat for each Club User.   

Please note in the Club field drop down box you will only have access to clubs within your province. 

 

All new Club Users will receive the following email notification: 

Email Club 
Users 
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Hello Club User, 

 
Username: Testing Club User 
Password: abc123 

Thank you for becoming a member of the Water Polo in Canada 
community. 
With your new membership, you can  

 Participate in sanctioned events (new system to come online in fall 

2009)  

 Develop skills to become an athlete, coach, official or volunteer  

 Manage and update your Profile  

Log in to your account at any time to change your profile and preferences, or to 

sign up for the newsletter. 

Enjoy your new 2009-2010 membership!  

 

Membership Expiry 

Please note that regardless of your membership type your membership will 

expire will on August 31st, 2010 or sooner. 

No Provincial or Water Polo Canada membership classification will exceed 

August 31st regardless of the start date. 

 

All Water Polo Canada members are required to follow the Water Polo Canada 

code of conduct and applicable codes for athletes, coaches, officials and 

volunteers found at www.waterpolo.ca . 

 

Please take the time to vist our homepage and make a tax deductible 

donation to Water Polo Canada via paypal or by mail.  
 

Copyright © 2009 waterpolo.ca. all rights reserved 

 

Step 10- Membership Registration Forms 
Send the Member Registration Form to each Club User so they can begin collecting data from all their 
coaches, referees, volunteers, and athletes. 

Send the Member Registration Form to provincial board members, WPC board and committee 
members, and referees not associated with a club.  The PSO will have to register these individual 
members, while the Club User will register members associated with their Club.

http://www.waterpolo.ca/
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Step 11- Training Club Users and Registering Members 
Train Club Users on how to register their individual members.  Register the individual members within 
the province not associated with a Club.  Any field with a red asterix * is a mandatory field. 
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After clicking “Save” button 
repeat process of entering 
fields for each unattached 

member. 
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Please Note:   

 Clubs and PSOs can recognize members of aboriginal ancestry 

 

 Once a Member is registered they cannot be deleted; 

 Individual members must submit a .JPEG file in order to upload their photograph; 

 No password is necessary for the individual member as the system automatically propagates a 
unique password for each username; 

 You may select multiple roles for an individual;   

 The Club User will enter the “Details” of the “Coach” and/or “Alumni”: 
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 The PSO and Club User have the ability to add the “Activities” for each Member for the past 
three (3) seasons:

 

 Check the boxes of the “Activities” the individual member participated for the chosen season 
and click Add Activity: 

 

 
  

Selected Season is 
2008-09 
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 Continue for the 2007-08 and 2006-07 seasons: 

 

  2008-09 
Activities have 
been saved 
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 All new Members will receive the following email notification: 

 

 

Hello Member Test, 

 

Username: Member Test 

Password: 542cf5cc 

Thank you for becoming a member of the Water Polo in Canada 

community. 

With your new membership, you can  

 Participate in sanctioned events (new system to come online in 

fall 2009)  

 Develop skills to become an athlete, coach, offical or volunteer  

 Manage and update your Profile  

Log in to your account at any time to change your profile and preferences, 

or to sign up for the newsletter. 

Enjoy your new 2009-2010 membership!  

 

Membership Expiry 

Please note that regardless of your membership type your membership 

will expire will on August 31st, 2010 or sooner. 

No Provincial or Water Polo Canada membership classification will exceed 

August 31st regardless of the start date. 

 

All Water Polo Canada members are required to follow the Water Polo 

Canada code of conduct and applicable codes for athletes, coaches, 

officials and volunteers found at www.waterpolo.ca . 

 

Please take the time to vist our homepage and make a tax 

deductible donation to Water Polo Canada via paypal or by mail.  
 

Copyright © 2009 waterpolo.ca. all rights reserved 

 

 This email notification will be sent to the parent’s email address for members under the age of 
18. 

 
 
  

Password is 
automatically 
generated by 
the system 

http://www.waterpolo.ca/
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Step 12- Adding Details to Individual Members 
Once members are registered by their Club the PSO will need to add the “Details” of the “Volunteer” 
and “Official” roles.  Sort your members by “Official”:  

 

One by one, click the edit button attached to each Member and add the following details to the 
Officials in the province: 

 

WPC will add the Level, Course Conductor Level, and Evaluator Level for Provincial and higher.  Regional 
and Minor Official is the responsibility of the PSO.  Once mandatory fields are complete press the save 
button at the bottom right of the web page. 

Repeat sort for the “Volunteer” role and edit the following details: 
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Step 13- Activating Members 
Once members are registered by their Club the PSO will need to activate their membership status.  To 
change the membership status of individual members, PSOs will need to access the “Members” section 
of the registration system. 

Only members who are “Active” are eligible to participate in water polo events, which include training 
and competition.  Only Active members will appear in the report section.  Pending or Inactive members 
are not covered by the Water Polo Canada insurance program. 

 

 

Members’ status will automatically be red when initially registered, meaning their registration is 
“Pending”.  As at September 1st of each year, the membership status of each member is inactive.   

 

Current status is 
“Pending” as 
shown by the 
red dot. 
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To activate the membership status click the member(s) you wish to activate.  Click the “Status” drop 
down menu, select “Active”, and click “Change Status”. 

 

PSOs have the ability to allow Clubs to activate their own members.  Each respective PSO has the 
option to select which of their clubs are eligible to activate their respective members. 

Click on the “Clubs” button on the top menu. 

 

 
Select “Edit” with regards to the club in which you would like to permit activation accessibility. 

New status is 
“Active” as 
shown by the 
green dot. 
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Select “Yes” in the section “Allow Club to Activate” and then save at the bottom of the page 
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Step 14- Changing Membership Type 
Each PSO has the ability to change the Membership Category up or down.  A Club User only has the 
ability to upgrade Membership Categories, not downgrade. 

In the “Member” section select the Province (N.B. you will only be able to select your own province).  
You may also enter the name of the member you wish to change their Membership Category with the 
“Filter” option. 
 

 
 
 
To change the Membership Category click the member(s) you wish to activate.  Click the “Category” 
drop down menu, select the new category, and click “Change Category”. 
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Generating Reports 
A PSO can use the membership registration system to invoice their member clubs.  Hover over the 
“Report” button in the top menu and then click “Club Report”.  Select the “Province” (N.B you will only 
be able to select your own province) and the “Season”.  Once the province and season has been 
selected click “Show” to proceed. 

 

Each member club and the amount of registered members (active only) will be counted for.  Each club 
will be charged the club fee in addition to the membership registration fees associated with each 
membership registration category created within your province.  These fees reflect the fees and 
categories the PSO has created not WPC. 

 A PSO can use the system to track payments received by each club.  To do so, click on the hand (see 
figure above) in the same row as the club that has submitted payment. 
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Enter the required data (see arrows in figure above) and then click save. 

 

 
To view the historical payments of each member club click on the View link in the respective row of the 
member club. 

PSOs can use the “Report” 
section in the database to 
invoice and track 
payments of member 
clubs.  History payments 
are tracked as well.  
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A PSO can also use the Report section to track detailed membership data for government reporting 
purposes.  Hover over the Report button on the top menu and click Age Group Report. 

 

Select the province and the season to view the registered members.  Please note a PSO can only view 
its members’ data. 

A matrix is created for each provincial membership category with age category horizontally and club 
vertically. 
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Troubleshooting 
Please instruct Clubs to contact their PSO when they encounter technical problems with the 
Membership Registration System, or have any questions regarding the membership registration 
process. 

If the PSO cannot answer the question of the Club User, encounter technical problems of their own, or 
have any questions regarding the membership registration process please contact Jeffrey Lindell 
(jlindell@waterpolo.ca).  

 

 

mailto:jlindell@waterpolo.ca

